Approved For Release 2002/08/23 : CIA-RDP70-00211R000100020014-2

8 November 1951

WHMORAIDUN TO: AIL ATMINISTRATIVE CFFICERS AND TIME AND ATYENDANCE CLERTS

SUBJECT :  Preparation of Agency Form shl2, "Time and Attendance
Report and Pay Roll Change Slip", and Related Data.

REFSRENCE :  Agency Regulation "rime, Leave and Pay"

1. Tt seems sppropriate to requp)t that personnel for whom you
maintain Time and Attendance Reporis be advised to rofer thelr questions
to vou first for answer. This will eliminate, to a large extent, some
of the many routine calls to the Payroll Dranch, Ti.scal Division. IT
possible, it is desired that you answer the cmployee's question, based
upon the general information that Las been furnished you; however, 17
you are not certain of the correct apswer, and desire to contact the
Payroll Branch for clawification, this memerandum ig in no way to be
interpreted as an objection to your calling that 3ranch Tor assistance
in obtaining the appropriate answer.

n, Teave transcripts from otber agencies do not alwayvs reach
this Office ac rapidly as they should. Until guch time ag o tyranscoript
is received in the Payroll Branch, the leave records reflect only the

amount of leave to the employee's credit since bis date of entrence
on duty with this Organization. In order not to inconvenience the
cnployee, and beceause of ins wfficient time to trace the lcave tran-
seript, up to ten actual working days of sick and/or annuel leove will
be hono“ed for Those employeces in whose cases it has been eatabliched
+that leave is to be transferred from another agency. In such C&SGS, 2!
stetement must be submitted by the omployec &tLCgilﬂb‘EQdL ne
Sufficlent emount of leave aveilable and the mere of tncwtgioi?ﬁ"QﬁT“mw'
areney, with address, from . which the leave will be tr\n s fery fueh
statenents must be approved by oifilce chncf or their &eqlrnilud T
representatives, and atfached to the "Lmy ana Attendance Report on
which the leave is reported.

[

3. Your attention is invited to the necessity of cooperating in
meeting the deadline for the recelpt of the Time and Attondance Reports.
It is mandatory thet sll reports be prepared with the vtmost precantion’
and deilivered vy hand to Room 1710, Quartérs Biye, to ins e thedlr

L A TR L

arrival in the P¢yroll Branch for audiit v not 1utcr than l Oo”nour on

*

the Monday Toidlowing the close ot the rc} TN ; vluu.

4, Regulatlons regulire Time and Aitend@nre"nOTurt to be posted
daily. Experience has proven I¥ mavicable O piepare a Leport for each
empioyee at the beginning of each puy period. Phe dally posting will
be necessary only for those enployecs who lake leave, periorm night
duty, or work compensatory time, overtime, or on a holiday. In this
way, the Reports will rcflect at all times the status of the employee on
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any day during the pay period. Inspections may be made to determine
that these records are meintained on a daily basls.

5. As the Organization grows, it becomes more and more difficult
to meet the pay roll deadline established by the Treasury Department,
and requirements can be complied with only if the Time and Attendance
Report for each individual is received by the Payroll Branch within
the time 1imit set forth in Parsgraph 3. A log is maintained iu the
Payroll Branch showing the hour and date Feports are rceceived irom
cach reporting unit, Whenever Reports are not delivered within the
specified time it may be neccssary to stop salary paynents to the
employces for whom no Reports have becn received. The extreme impox-
tance of observing the time limitations of having Time and Attcendance
Reports in the Payroll Braonch by 1600 hours on the Monday following
the close of the fourteen-day reporting perlod must be stressed.

6, Salary checks will be distributed by the Payroll Branch
%o the officlally designated Payment Clerks of the office in which
employces are assigned. A pay roll list containing the names of
employees will accompany each group of checks. The signed pay roll
lists, evidencing reccipt of checks and delivery to the listed
employees, must be returned to the Payroll Branch by the close of
business the second workduy following delivery of the checks to the
Payment Clerk, Undellvered checks, accompanied by a memorandun stating
the reason for non-delivery, must bc returned at the same time. It is
understood that, by virtue of neccosity, certain cases may require
special handling with regord to the dellvery of an individual pey
chack. 1In such instances, the details of the delivery may be worked
out by the employee involved and the Payroll Branch with the knowledge
and concurrence of the office in which the employee ip working. The
Payment Clerk must exercise extreme care in the handling of checks in
order that they may not become lost and to insure that security is
not violated.

7. In the event an employce will be absent from duty on pay
day and 1s unable to pick up his cheek, he may, if he desires, have
the check mailed to him. A memorandur: must be subnritsed throuch
sppropriate chammels to the Payroll proneh recuesting that the check
be moiled, including meiling instractions to be followed. Should
the employee desire to havc bhils check vorwarded via other then ordinary
postal delivery (1.c., by oir mail or speclal delivery), the reqguired
postage should be forwarded witih the memorandun. Fmployees should
discontinue sending stamped, celf-acdrcssed cuvelopes since checks
are mailed in Treasury Department cnvelopes.

8., To aid in the execution of Time and Attendance Reports,
and to facilitate your work in comnection with this function, there
are attached instructions for the Preperation of Agency Foim 342,
"pie and Atbendance Report end Pay Roll Change Slip". Tor further
information witi respect to Agency policies and dnsfwietions concerning
Time, Leave and Pay, refer to Agency Regulation

”

- =
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9. Effective the beginning of the pay perlod Tollowing
receint of this memorandur, Agency Porm 24-L2 will replace Stendard
Form 1130, "Pime and Attendarce Report". A smell supply of Forms
3442 is enclosed. A requisition for a further supply should be
ddrected to the Procurcment Offices Surplus Standard Forms 1130

moy be returaed to stock.
/s/ %, R. SAUNDER3

Comptroller

Enclosures

Approved For Release 2002/08/23 : CIA-RDP70-00211R000100020014-2



Approved For Release 2002/08/23 : CIA-RDP70-00211R000100020014-2

PRUPARATION OF AGRNCY FORM 3k-L2
"TIME AND ATTENDANCE REPORT AND
PAY ROLL CHANGE SLIP

Detailed instructions for preparing Agency Form 34-42 (Time
and Attendance Report and Pay Foll Change Slip) are issued for use
by all officially designated Time and Attendance Clerks now trans-
mitting Standard Forms No. 1130 (Time and Attendance Report) to
the Payroll Branch, Fiscal Division. Fomm 3442 replaces ftandard
Torm 1130 and will be delivered by hend to the Payroll Branch,

Roow 1710 - Quarters Eye - not later than 1600 hours on each Mondey
following the close of a bi-weekly psy period.

Ttems numbered 1 through 10 must be uniformily and accurately
conpleted prior to delivering the Forms to the Payroll Branch.
The following correspond to the Ttem numbers on Form 34 ey

1. Employee Name

a. Typewrite - or print - last name first. (Use
neme appearing on pey list)

b, Separate cach Form where Joined to other Forms,
Do not remove carbon, Arrange in alphabetical order and
Torward the complele Form to the Payroll Branch.

¢. Ttems 1 through 10 are to be completed by the
designated Time and Attendance Clerk.

2. Reporting Unit

a. Use title assigned the reporting office or the
allotment account number assigned the offilce.

3. Pay Roll Period

a. TInsert the appliceble pay roll (reporting)
period.

k. Tour of Tuty

a. Use only if employee's tour of duty is other
than 0830-1700 hours.

5. Remaiks

a. Record in thic colurm any explanation, unusual
adjustments, or uncommon tours of duty.
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6. Inc. Hrs.

o —cr

&. Record inclusive hours (other than regular time
and night differcrtial) worked.

T. Time Worked

a. R/T (Regnlar Time)

Form 34-42 was designed to show an 8 hour tour
of duty 5 days each weeck, Monday through Friday. If an
employee's tour of duty varies from this, the figure 8
in the R/T column should be stricken and the actual
number of hours inserted. In case of new appointments,
wherc the employee is not in a pay status for the full
pay period, the figure 8 appearing in the R/T column
should be stricken for the period prior to cntrance on
duty. Where an employec 1s not in a pay status 8 hours,
the figure 8 appearing in the R/T colurn chould be
stricken and the actual mmber of hours inserted.

b. N/D (Night Differential)

- Insert the number of hours of regular night
duty worked. Vhere an cmployee performs a regularly
scheduled tour of duty which falls partially or fully
between the hours of 6:00 P.M. and 6:00 AM,., an
additional 10% of base pay will be allowed for services
rendered durlng those hours. The Form must indicate
in Item 4 the employee's tour of duty whenever N/D is
claimed. :

c. 0/T (Overtime)

Insert the number of hours 0/T worked. The
Inclusive hours must be shown under Item 6.

d. H/T (loliday Time)

Insert the number of hours worked on a holiday.
The inclusive hours must be shown under Item 6.

e. C/7 (Compensatory Time)

Insert the number of hours C/T earned. The
Inclusive hours must be shown under Item 6. Agency
Regulations require that C,/T be used within the two pay
periods imaediately fellowing the period in which earned
An election to be credited with C/T in lieu of 0/T pay
may not be subsequently changed.
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f. /b, o/T, H/T, ond ¢/T, mey be claiwed only in
multiples of one hour. N/D, O/T and H/T may not be paid
for time used in cbtaining meals.

g. For 0/T, B/T and /T, where the tour of duty
exceeds 4 hours, there should be established an addi-
tional 1/2 hour lunch period.

8. Inc. Hrs.

a. Insert the inclusive hours of absence in an AfL,
s/L, C/T, INOP, AWOL or Other status.

9. Time Absent

&. Under the colwms headed A/L, S/1, C/T, INOP,
AWOL, or Other, insert the mumber of hours the employaee
was obsent. A/L and IWOP should be applied tor in
advance.

be The column headed AWOI must show the number of
hours the employee was on unauthorized leave and Ttem
5 must indicate the disciplinary action to be taken.
In case of disclplinary action, copies of pertinent
correspondence must support the Form.

¢, The column headed Cther rust show the number of
hours an employece is on court or military leave or leave
for electlon purposes, making the proper uotation at the
top of the columm, :

d. Under the colwin headed Initials, the employee
mist place his initials oprosite the day(s) involved,
certifying to any absence during the pay perlod. An
internal system should be installed in each reporting
office to requirc individuals toking leave or performing
overtime or compensatory duty to report prouptly to the
designated Time and Attendance (lerk for the purpose of
recording, initialing or signing the Form. Initisls or
signatures are very immortant in event of dispute as
to leave charges. 1In case of S/L the "Certification Tor
Sick Leave" must be signed by the employee. When S/I
1s 1n excess of three days, the certificate on the
reverse of Standard Form 71 (Application for Leave)
must be executed by a physician or practitioner. When
& certificate is not obtained, an explanatory statement
must be Inserted under Item 5 to show the reason for
fallure to secure a certificate. Standerd Form 71,
properly executed should be attached to the applicable
Form 34-42 for transmittsl to the Peyroll Branch.
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If an employece 1s unable to sign or initial the Form
prior to forwarding it to the Payroll Branch, the Time
and Attendance Clerk should place a notation "Form T1
to follow" in Item 5 and secure a Standard Form 71,
properly completed by the employee involved, showlng
type of leave, with applicable hours and dates. Standard
Form 71 should be approved by & responsible officlal of
the office and forwarded to the Payroll Branch where it
will be attached to the applicable Form 34-42, Prior
to the required date for forwarding the Forms to the
Poyroll Branch, a thorough review of each should be
made by the Time and Attendance Clerk,

10. Pay Period Totals.

a. FEnter the total of cach epplicable column.
The designeted Time and Attendance Clerk must certify
to the correctness of the Form,

Approved For Release 2002/08/231:r CIA-RDP70-00211R000100020014-2



Approved For Release 2002108123 : CIA-RDP70-00211R000100020014-2
8 November 1951
MEMORAITDUE, TO: ALL ATMINISTRATIVE OFFICERS AND TIME AID ATYURNDANCE CTERKS

SUBJECT : Preparation of Agency Form 34k-%42, "Time and Attendance
Report and Pay Roll Change Slip", and Related Data,

REFIRENCE :  Agency Regulation "Time, Leave and Pay"

1. It seems appropriate to request that persomnel for whom you
meintain Time and Attendance Peporits ve advised to rafer thelr questions
to you first Tor answer. This will eliminate, to a large exbent, some
of the many routine calls *o the Purroll Dranch, TFiscal Division, IF
possible, it is desired that you answer the employee's question, based
upon the general informetlon thal has been furnished you; however, i
you are not certain of the corrcet answer, and desire to contact the
Payroll Branch for clarificabion, this memorandum is in ne way to bhe
lnterpreted as an objection to your ecalling that Branch for assistance
in obtaining the appropriate answer.

2. Leave transcripts from otber agencies do not ulways reuach
this Office ap rapidly as they chould. Until such time as o trenscript
1s received in the Payroll Branch, the leave records reflect only the
amount of leave to the employee's credit since his date of entronce
on duty with this Organization. In order not to inconvenience the
employee, and becauge of insufficient time to trace the leave tran-
seript, up to ten actual working days of sick and/or avmal leave will
be honored for those employees in whose cases it has been established
that leave is to be transferred from another agency. In such cases, A
statement must be submitted Wy the employec atlesting that he has o
sufsicient amount of 1eave &Gvelloble and THe neme of the Government
ageucy, with address, from which the leave will Le transferrcd,  ouen
statements must be approved by office chiefs, or their desisuated
Egprcoenfatlveu, and attached to the Time and AL%cudaucg Report on

which the leave is reported.

-y

3. Your attention is invited to the necessity of coopcrating in
meeting the deadline for the receipt of the Time and Attondance Reports,
It is mandatory that all reports be preparved with the utmost precaution
and dellvered by hand £o Room 1710, Giartérs Eye, Lo insuve their
arrival in the Payroll Branch for audit not later than 1600 hours on
the Mondey Following the ciosc o “the_reyorting period.

k., Regulations requirc Time and Attendance Rievorts to be posted
dailyr. Experlence has proven it advisable T6 prepere & heport for each
employee at the heginning of each pay period, 4he daily pos ting will
e necessary only for those employvees who take leave, porform night
duty, or work compensatory tine, overtime, or on a holiday. In this
way, the Reports will rcflect at all tines the status of the cuployee on
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any day during the pay period. Inspectinns may be made to determine
that these records acre maintained on a daily basis.

5. As the Organilzation grows, it becomes nore and more difficult
to meet the pay roll deadline established by the Treasury Department,
and reguirements can be complied with only if the Time and Attendance
Report for each individual 1s reccived By the Payroll Branch within
the time 1Imit set forth in Paragreph 3. A log is maintained in the
Payroll Branch showing the hour and date Reports are received trom
each reporting unit. Whenever Peports are not delivered within the
gpecified time it may be necessary to stop salary payments to the
employces for whom no Reports have been received. The extreme impor-
tance of observing the time limitations of having Time and Attendance
Reports in the Payroll Branch by 1600 hours on the Monday following
the close of the fourtcen-day reporting period must be stressed,

6. Salary checks will be distributed by the Payroll Branch
to the officlally designated Payment Clerls of the office in which
employeces arce assigned. A pay roll list containing the names of
empioyees will accompany each group of checks. The signed pay roll
lists, evidencing reccipt of' checks and delivery to the listed
employees, must be returned to the Payroll Branch by the closc of
business the second wnlkd4y following delivery of the checks to the
Payment Clerk. Undelivered checks, accoupanied by a meworandum stating
the reason for non-delivery, must be returned at the same time. It is
understeood that, by virtue of nececsity, certain cases may require
speclal handling with regard to the delivery of an individual pey
check. In such instances, the detoils of the 1ﬁlivcrv'nay be worked
out by vhe employee involved and the Poyroll Branch with the knowledge
and concurrence of the office in which the employec is working. The
Payment Clerk must exercise extreme care in the handling of checks in
order that they may not become lost and to insure that security io
not violated.

Te In thL event an euployee will be absent from duty on pay
day and 1s unable to pick up hils check, he may, if he desires, have
the check mailei to him, A memorandm must be subnitied tnrough
appropriate channels to the Payroll 2rench reouesting thot the check
be mailed, including mailing instructions to be followed. Should
the employvee desire to have his checlk reorwarded via other then ordinary
postal delivery (1. e¢., by air mail or special deliverv), the required
postage should he forwarded with the memorandum. Fmployeeg should
discontinue sending stamped, self-addrcsscd envelopes since checks
are malled 1n Treasury Department envelovcs.

8. To aid in the execution of Time and Attendance Reports,
and to facilitate your work in connection with this function, therc
ere attached instructions for the Preperation of Agency Form 3h%-42,
"Tine and Attendance Report and Pay Rolil Change 11 ", Tor further
information with respect to Agency policics and instructions concerning
Time, Leave and Pay, refer to Agency Regulation
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9, Effective the beginning of the pay pc‘ariod followinig ’
receint of this memorandum, Agency Form 24-L2 will repluce“ut;@n@frd
Form 1130, "Time and Attendance Report". A small su;_?p.ly of I*Ol’lj.;;
2o i enclosed. A requisition for a further supply ﬂmhop.ld ba,
;iire'cted o the Procurement Office, Surplus Standard Forms 1330
may be returned to stock.

/s/ ©. R. SAUNDHR3

Couptroller

Enclosures
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PREPARATTON OF AGENCY FORM 3h-42
TTTME A ATTENDANCE RECCRT AN
PAY ROLL CHANGI] SLIP®

Detailed instructions for preparing Agency Form 34-42 (Time
end Attendance Report and Pay Foll Change Slip) are issued for use
by all officially designated Time and Attendance Clerks now trans-
mitting Standard Forms No. 1130 (Time and Attendance Report) to
the Payroll Branch, Fiscal Division. Form 3h-42 replaces Standard
Room 1710 - Quarters Eye - not later than 1600 hours on each Monday
following the close of a bi-weekly pey period.

Items numbered 1 through 10 must be uniformily and accurately
completed prior to delivering the Forms to the Payroll Branch.
The following correspond to the Item numbers on Form 3442

1. Employee Narme

a. Typewrite - or print - last name first. (Use
name appearing on pay list)

b. 8eparate cach Form where Joined to other Forms.
Do not remove carbon. Arrange in alphabetical order and
Torward the complele Form to the Payroll Branch.

c. Items 1 through 10 are to be completed by the
designated Time and Attendance Clerk.

2. Reporting Unit

a. Use title assigned the reporiting oiffice or the
allotnent account nuwber assigned the office,

3. Pay Roll Pericd

a. TIusert the appliceble 'pay roll (reporting)
period.

4, Tour of Duty

a, Use only 1f employce's tour of duty is other
than 0830-1700 hours.

5. Remavks

e e . . 4 it

8. Record in this colurm any explanation, unusual
adjustments, or uncomaon tours of duty.
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é. Tnc. Hrs.

[ N

e, Record iunclusive hours (other than regular time
and night differential) worked.

7. Time Worked

8. R/T (Regular Time )

Form 34-42 was designed to show an 8 hour tour
of duty 5 deys each week, Monday through Friday. If an
employee's tour of duty varies from this, the figure 8
in the R/T column should be stricken and the actusl
nunmber of hours inserted. In case of new appointments,
wherc the cmployce 1s not in a pay status for the full
pay period, the figure 8 appearing in the R/T column
should be stricken for the period prior to entrance on
duty. Where an employee 1s not in a pey status 8 hours,
the figure & appearing in the R/T colwm should be
stricken and the actual rumber of hours inserted.

b. /D (Night Differential)

Insert the number of hours of regular night
duty worked. Where an cmployee performs a regularly
scheduled tour of duty which falls partially or fully
between the hours of 6:00 P.M, and 6:00 A.M., an
additional 10% of base pay will be allowed for services
rendered during those hours. The Form must indicate
in Ttem 4 the employee's tour of duty whenever N/D is
claimed.

c. 0/T (Overtime)

Insert the number of hours O/T worked. The
Inclusive hours must be shown under Item 6.

d. E/T (Holiday Time)

Insert the number of hours worked on a holiday.
The inclusive hours must be shown under Item 6.

e. C/T (Compensatory Time)

Insert the number of hours C/T earned. The
inclusive hours must be shown under Ttem 6. Agency
Regulations require that ¢,/T Le used within the two pay
periods immzdiately fcllowing the period in which earnd
An election to be eredited with C/T in lieu of 0/T pay
may not be subsequently changed.
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A N/D, O/T, H/T, and C/T, may be claimed only in
multiples of one hour. N/D, 0/T end H/T may not be paid
for time used in obtaining meals.

g. For O/T, H/T and /T, where the tour of duty
exceeds 4 hours, there should be established an oddi-
tional 1/2 hour lunch period.

8. Inc, Hrs.
a. Insert the inclusive hours of absecnce in an A/T,
S/L, /T, INOP, AWOL or Other status.

9. Time Mbsent

&. Under the columns headed A/L, &/1L, /T, IWOP,
AWOL; or Other, insert the mumber of hours the employee
was ebsent. A/L and INCP should be applied for in
advance.

b. The column headed AWOI must show the number of
hours the employee was on unauthorized leave and Item
5 must indicate the disciplinary action to be taken.
In case of disciplinary action, copies of pertinent
correspondence must support the Form.

¢. The column headed Other must show the number of
hours an employee is on court or military leave or leave
for election purposcs, making the proper notaticn at the
top of the column,

d. Under the colwan headed Initials, the employee
must place his initials opposite the day(s) involved,
certifying to any absence during the pay period. An
internal system should be installed in each reporting
office to require individuals taklng leave or performing
overtime or compensatory duty to report promptly to the
designated Time and Attendance Clerk Tor the purpose of
recording, initialing or signing the Form. Initials or
signatures are very imwortant in event of dispute as
to leave charmes. In case of S/L the "Certification for
Sick Leave" must be signed by the employece. When S/IL
is in excess of three days, the certificate on the
reverse of Standard Form (1 (Application.for Leave)
must be executed by a physician or practitioner. When
a certificate is not obtained, an explanatory statement
must be inserted under Item 5 to show the reason for
failure to secure a certificate. Standard Form 7L,
properly executed should be attached to the applicable
Form 34-42 for transmittal to the Payroll Branch.
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If an employee is unable to sign or initial the Form
prior to forwarding it to the Payroll Branch, the Time
and Attendance Clerk should place a notation "Form 71
to follow" in Item 5 and secure a Standard Fomm 71,
properly completed by the employee involved, showlng
type of leave, with applicable hours and dates. Standerd
Form 71 should be approved by a responsible official of
the office and forwarded to the Payroll Branch where 1t
will be attached to the applicable Form 34-L2., Prior
to the required date for forwarding the Forms to the
Payroll Branch, a thorough review of each should be
made by the Time and Attendance Clerk.

10. Pay Period Totals

a. Enter the total of cach applicable column.
The designated Time and Attendance Clerk must certify
to the correctness of the Form.
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